W
-
-

[— ..

—
o —
=
—
%

;—t""' W to use elisting to conveniently and
—5.5"‘

?"ﬁ’mckly file your personal property: listing

——

-—

== online.

Q
I
<



. | - ] i i
Discoveartne nanaiits.of alaetronic I£1g)s..

’;— -
24 11ours 2l 2y,

i .‘ ,'
--.' B

Avallziole

-
-

* ‘:"

Jt, Jnvanr [ and Secure,

. "f;‘“'
, \; S

fm,)wysc ccount ACCUracy.

———— h
-y —— ——
- ",.—
e 9-’ —
""4..‘-"' :—,s _.r_

—
..-~

=~ Sdve poestage and avoid your: listing getting delayed or: lost

— ——*""‘iﬁ’che mail.

Instant receipt notification.



o e

Tagle of Coritarjis
To exit the slide show, hit the Esc key.

To print the elisting Tutorial, exit the slide show and right click on the link.

To move directly to a topic rather than seeing the entire slide show, right
click and select Full Screen. Right click again and select Go To Slide and
click on the slide you wish to view.

Title 16. (cont)-Deleting Users

Discover the Benefits 17. Accessing & Navigating in an Account
Table of Contents 18. Account Information

The eListing Homepage 19. Mailing Address & Contact Info

Register for eListing 20. Exemptions

Logging In 21. Supplies

Getting a New Password 22. Owned Assets - Adding New Assets
User Account Profile 23. (cont)-Editing/Deleting

Adding Account Access 24. Leasehold Improvements-Adding/Editing
Updating Contact Info 25. (cont)}Owned Real Property

Change Your Password 26. Leased Property-Adding/Editing Lessor
Update/Add Users 27. (cont)-Adding/Editing/Deleting Assets
(cont)-Create New User 28. Verifying/Submitting Current Year Listing
(cont)-Add Existing Users 29. Confirmation

(cont)-Change User Permissions 30. Reactivation of Account After Submittal



k] King County sz marreem

Deparument af

Assessments
eListing Home

In Washington State, business personal proparty 15 assassed for 1 purposes. State law requires
that property used in @ busness on January 1 be repoetad in that yaar to the assessor of tha county in
which tha propeny s focetad for assessmant purpases  eLIsting IS an onine apphcaton for raparsing
hisinformetan. In order to fke a 1sing using aListing, busness owners will need to sequp 3 login
account end obiain an access coda for each of tielr b S

QLSOO TUONAl i visw tldre! prior to efiling (2,595 KB, MS FomnPan)
Click for elasting Yrsductions 1
Click hars 10 reousle [or elialing

Chokbeta 1o by e sty ( 3 )

Deadline for reporting is April 30 (RCYY §4.40.040 and WAL 458 12,060). Nanpomnams
information by April 30 wilf result in a penaity being added 1o the tax amount billed.
znm}ﬁnwwmdmuxwawmm mnmmﬁwm(m

In Washington S business parsond propemy refars 10 8SSals usad in 8 DUSINESS, Nl property
wsad orly for personal use. Typecally, persond propany is rovabie  Examples of pecsong proporty
ama. desks, fils cabunsts, computers, etc. usad by 2 businass

To assass personal propary, sach asset's description, acquisibon year and cost must be providsd in
tha appropriate elisting secvon. Tol purchass cost of assets 15 neaded, excludng salestax Total
purchesa cost of anitem includes al costs assoaated with making the peogenty oparations, for

nstElation, freaght and engineering chamges ncdude the value of sny rade-in inthe
purchasd cost- EXCLUDE SALES TAX

Reported purchase costs of personyd property are used 1o calculate the propeny's assesss

Proparty owners are mailed a Psrsonal Frogerty Valuanao ssmm‘ 15made t
shows the assassad vale that val ba usad 1o calculate taxes pear. It you beldave ths
assessed value Shown IS Incomact, please coreact thes ofice. Our appralsers are svaiable o reviaw
o ssedsmant and 1o process noeded changes

Depanmant of Assessmants
205-296-5126 o 1-800-325-6165 exgersion 651

An appeal can be iniiated if the assessmeant 1S belaved 1o e Income assive. Appaalks must
b fifed with the county's Board of Equalization by Aty 1 of the yearin SSASSMENE 15 made
Or, no tater than 60 days aar the notice is maled - whichever date 1S kater (WAC 453 141 058)
Appesls led ifer these duo datas vl nct be pccopted. Appad deading is shawn on the Valastion
Motice

The assassed vae on the Vakisnon Notcs wil be used 1o froduce a8 persenal propeety tax bil. Ewall
be maikad and is péay o folowing yisar

‘112 alstlne) rlormdeele)e
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FIESt GImMe Users must
register before using
eListing.

After you've registered,
you'll'log in from here.

Personal Property contact
numbers.



acfister for 2listrle -
. - A —
e Eieldsawiti) a&ﬁ; are reguired.
Frap f WURHENEFUESIEd
First Name " %HQEQW-Q_

Middle
Ihitial

elisting Contact Information

Phore * elisting User Name and Password

Address  |123 Anywhere S # Enter a user name and password. Enter an email address. Create your security question and answer.
You will need to know your security question and answer when you forget your password.

User Name |janesmith

Minimum length required is 8.
n Password
E-mail

If you are entering more than 1 email address, be sure to use a
semicolon (;) to separate them.

= Security Question : woth
Create arUser Name, security Answer | AL Ve @
Password (must be 8
characters or more) and
provide an email address.

Fields with asterisk (*) are re

Create User

Select a Security: Question from the drop down menu.

After answering the guestion, click the Create User button.



eListing =

EINRNYOURUSERNamENst

Password that you' created
WRERn| registering and then
click the Log| In' button.

Femster for elistne elisting Home Page e L i Stl n g

King County has created this web application in the interest of simplifying personal
property filing for the public in a convenient and easily accessible manner. Before
you use this application, please read the Disclaimer below.

[Fyoufergot your fog Tn
password, click the link RS EE

—

under the Password i d. Forget vour passwiord?
Field! @

Help
|

Register for eListing eListing Home Page



Gettiric) 2 ey Pesgsworc

After fillingyn yQ_,_u.r’Us'eF NameERGick
~ Next.

Forget Your Password?

Enter your User Name.

UserName [fanesmih (1)

Y A AISWERtHe Security question: —

Identity Confirmation

he followi i d. This is th i i [
nrsvtv:r JoU T e mine T Techtarea s i e Create and confirm
User Name janesmith yo u r n eW Pa SSWO rd "

Question Where were you born?

Answer |gmg|itown

e pazaos
Minimum length required is 8. CI ICk the Su bl I ”t
Confirm New Password

@

Click the
to Log Inragain
With your new: Password.

New password created.



eListing User Account Profile

You are logged into King County eListing as janesmitth

Retumn to eListing Home Page ‘ - ‘; ’ ~ ‘
Add Account Access || Update My Contact Info || Change My Password Update/Add Users

You have access to the following personal property accounts. Click on the account vou wish to view.

Account Assessment Link To Assessed Value
Number Account Name Date Filed  Year Page

19561729 SMALLTOWN CLEANERS (~) 2010
19571728 SMALLTOWN VIDEOS

Go To Assessed Value Page
2010 Go To Assessed Vahe Page

ihese buttons allow you to modify: your Account Profile.

All"accounts that you have access to currently: are listed
nere.



o Addisie) Aeeousli Adeass

g e

- e

Add access toran
Tou are logged into Eing County elisting as janesmith.  Logout accou nt by CIICkl ng
Return to E:J;I“ﬁna Home Page - this button.

[Add Account ﬁccess”Update My Contact Infn][Change Py F'asswurd] [ UpdatefAdd Users

eListing User Account Profile

7
After you've added
You have no access to personal property account at this point. Click the " Add Account Access"
button to add access to your personal property account. The access code is printed next to the dCCESS to dhl

account numhber located on the upper left portion of the printed listing form. accou nt It Wl ” ShOW
'/

A\A up here.

Add Account Access

You are logged into eListing as janesmith. Logout

Enteryoeur account

AUMDBEr and access
COde (fou nd on you I Enter vour business personal property account and access code.

P A t Number: | 19561729
listing form). cosua Noee| |@
Access Code:  |OFA99203]

And click- Submit. "

Return to eListing User Account Profile Page




. Undailrleh Corlizice Tl

eListing User Account Profile

g e

You are logged into King County eListing as janesmith. Logout

Return to eListing Home Page [ e—
Add Account Access Update My Contact Info Change My Password Update/Add Users

number.
You have access to the following persomarp:

Assessment Link To Assessed Valuoe
Year Page

Account

Number Account Name D: te Filed

19561729  SMALLTOWN CLEANERS
19571728  SMALLTOWN VIDEOS

-TO Update CONLACE Eeturn to elisting Tser Account Profile Page
= npformation, click this
PULtOn:

[Update My Contact Information
Email Address  |jane smith@king. county. gov
Phone 123-4A56-7890

Update the

IRfermation;and click

therSubmit button.

subirmit |
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.
- . . L : . -~
You are logged mte King County elisting as janesrnith.  Legout -
Eeturn to elasting Home Page

Tou have access to the following personal property accounts. Click on the account you wish to view.

Assessment Link To Asse:
Account Name Tate Filed  ¥ear Page

SMNATLTOWH CLEANEERS ‘

—cha pleje Vet
B Word. click this
pUtton. flececeses |

Minimum length required is 8.
Update the Confirm New Password [sesesssss |
Information and
click the Change Change Password
Password button.

Account
Mumbhber

e logged into King County elasting as janesruth.

p—



&Update/Add Users

-

sernsiipdated

Tou are logged mto Eing County elasting as janesmith.  Logout

Eeturn to elisting Home Paze

Agsessment Link To Asse
Year Page

Account Name Date Filed

SMATLTOWH CLEANEES

Click the ' Update/Add Users button to:
Create new! User names & passwords
Grant account permissions to existing user names
Change permissions for current USers

MNumbher

YV V V V

This feziure allows vl o ey lecass i one o rrulidolaisers for
BEEH IO OUIFACCOUNTST INBSENISERS may  thERVIEW and/or Update
ICEENRGaLE SIS yourTEspORSIIIEAaSia BUSINESS OWRER O KEED

Delete user names that you nolenger wish to have access to an account



U dé@ﬁd UsErs (eani,) ~ Crezita Nayy User
"%-’ - I

TO ALLOW an existing user to access an account that vou manage, enter the user name, select the busmess

account number and pertssion level, and then chick Grant Access.

GerName [
Business Account
Permission Level Srant Access

Create new user account

1 CREA 2 tiewwr ser natne -chck here f ,
TO CREATE a new user nLﬂ“'L].'I-;Fh'-'l"-ﬁ sy are about to setup a user name and password for a new user. After successfully creating the account, please
r'-.l_..I provide Hew user with the user name, password, security question, and security answer. The information will
be needed for\them to access the account, and to reques :d.-"'or change the user's password.

£er Mame |johnsmithaccountant

Password (8 Cha raCterS +). -EE'IZIJrIf,UII_'-E'r —
@ontirm: Password.

Select and answer: a  security guestion.

Click the Create User button. Make sure to send the User Name,
Password and Security. Question to the new: user.



dafemtl‘USHS (eaniz) — Aclel Estiric) Usars

TO ALLOW an existing use - 2 an account that you manage, enter the user name, select the business
untnunﬂ er and pe TR

User Name

m\umt‘ . -

ission Level

inRenrexssting User Name.

ct therBusiness Account TO CREATE a new user name, click here.
WISh to glve them access TO CHANGE a permission level, select the user name, set the accesslg

click Save Permission Changes.

Select the Permission Level —
either: View: (only) or Modify.

User Name Delete @
Click the Grant Access button.

Select marysmithmother O
ihe User Names that have
dCcess to your managed
accounts will'show: up: below.

&;,
5
3



N~ et f S
TO CHANGE a permus level, select the user name, set the access level on the right hand side of the screen, and
click Zave Permission Changes.

Delete Selected Users

[Iser Mame Delete

Select johnsithaccountant [

vm;?p}rﬁnsswn level seresrariser HalTle o ELaiE UL e ous 16 wel varsio C I w105 . o so e e
click Save Permission Changes.

Select matysmithmother O
_l]#r, narystnithmaoth @ 1 .
(= marysmithmother

DelftE Selected Users  Save Permission Changes |
User Name Delete

Select johnsmithaccountant []

Account
Number

View Account Modify Account
Information Information

= Selactimary omitanaher i L 19561729
| 19571728
—

Ehange permissions by checking either View or Modify
Account Information for each account number. Iff you do not
Want this user to have access to an account, make sure
neither View nor Modify: are checked.

Click Save Permission Changes to update user permissions.



= Clic =Chck*the Pelete Selected Users

o

:'_ = button

Afterwards you willl notice the 9
deleted user Is not listed and no User Name Delete

IORJEr NaS acCesSs. Select marysmithmother []

b
«



ceassing and Navigtng i 2l Accoune
eListing User Account Profile { ———

Tou are logged into King County elisting as janestuith,.  Logout

Account
o Wams * | SMALLTOWN CLEANERE ‘

s o * [SMACLTOWN CLEANERS:

Shis dote If busness moves sty

Levy Cade [linm I
ust Nusher | R
NALSS Munber {S‘.!I.Q Dryciasening and Laundry Senicas {eecopt Can-Oparded) 'l
ETOR v
.r-u:'l' e W )
—t -"‘ﬂ_—/.—n'/_"f 2o Q0
o el |

e

.-'AA'ccess an account by: clicking ’
GRS link. @

(GO directly: to any. section ofi the account b?/] clicking the
appropriate link in the blue column along the left side.

Jjo'work seqguentially through the eListing, click the Next button
at the bottom right corner of each page.
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N @hange any. aﬁounﬁlnfo that NEeeds to

DEUpPUated:

e liFtherbusiness' moved Wi King
e county, filllout this arealand make sure
et to provide the date of the move.

.....

[T the business sold, fill'out all
reguested information and...

...don’t forget to send or email copies
of documents to the Assessor’s Office.

It the business closed or moved out
of King County, fill in this area. Make
sure to include the disposition of
assets.




‘Im'g Aclelfegs € Corfeziet [rifo

_-— ( ——
KEEPIGhE taXpPayEer Name
R NG RaE ERESS .
Updated se you receve
all'mailings from the

Assessor's Office
promptly.

-

Accoun t Mumber: 19561729
ifying Date: 12/28,/2009 12:37:00 PM

The name and contact
Info of the person who
should be contacted with
any guestions regarding
the listing.

nty. gov
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e T e S D a0 Head eifEamily IS
for e|lzlfV/inle) So)le

OPHELRISTONLY:

Exemptions

Head of Family Exemption - must be applied for annually

This $15,000 exemption applies to sole proprietors who qualify, and only one exemption per year is allowed
(RCW 84.36.110). You are eligible for this exemption if you are a sole proprietor not currently receiving this
exemption on another personal property account and meet one of the following qualifications:

1. Living with a spouse or dependent
2. A US citizen over the age of 65 residing in Washington State, continuously for 10 years

3. Surviving spouse, not married

O ves Check the box If

@' No -

Farm Machinery and Equipment Exemption yo u q u a I Ify fo r th e
RCW 84.36.630 exempts qualifying farming machinery and equipment from state property tax. It declares that

all machinery and equipment owned by a farmer that is personal property is exempt from property taxes levied T
for any state purpose if the items are used exclusively in growing and producing agricultural products during the a rl I I exel I l p IO n
calendar year for which the claim for exemption is made. To qualify, farm machinery and equipment must be
used exclusively in growing and producing agricultural products. d
an nEn

“ Check here to apply for this exemption.
You will alsc need to fill out a Qualification Questicnnaire and send to:

Department of Assessments
Personal Property Section

500 4th Ave Room 817 -
Seattle WA 98104-2384

...Click on the
Or fax to (206) 296-0107.

Or e-mail to Personal.Property@KingCounty.gov.

link

Previous

and send the
completed form to
the address listed.



Account Number: 19561729
Status: Taxpayer Modifying Date: 12/28/2009 12:37:00 P

Examples
nd

din your

:F
|12 and report that amount below.

Qi anthily average supply cost *

Fields with asterisk {(*) are required.

Previous

Remember that this is a monthly average.
Determine your yearly cost for supplies and
divide by 12. Report that figure here.



Account Number: 19561729
Status: Listing ready for review Date: 12/9/2008 2:49:00 PM

Owned Assets

Owned Business Assets

A list of owned business property previously reported appears below. If this is the first time you've filed, this section will
be blank and needs to be completed. Please revise previously reported property by entering the appropriate change
reason. Select the reason that best describes the change. Also indicate each asset's revised cost. Continue to include
assets fully depreciated in your accounting records. Delete assets no longer existing in the business or located in the
county. Also list property not previously reported. For these items, provide a category code, the year asset was
acquired, and its cost. Report assets at 100% of cost, before trade-in allowance. Include installation, freight and
engineering charges. EXCLUDE SALES TAX. Do not list vehicles licensed if used and designated primarity to be on public
streets or highways. Do not calculate depreciation.

Do not list canned software over two years old or custom software. These assets have been removed from your listing.

Fields with asterisk (*) are required.

Asset Category Codes (.PDF)
Category * 374: Sewing Equipment

Provide unit quantity for laser discs, game cartridges, video tapes and DVDs @
Year Acquired * Original Cost * Reason *
2011 1725 (Newltem [+ Add New ned Asset

Owned Business Assets

Revised
Date Year Onaginal Onginal
Command Modified Category Acguired Cost Cost

Delete Selected ltems

Change Reason

- Edit 1/11/2011 Sewing Equipment 2006 750 Purchased from
i 6 2:28:00 lessor
o Pl
Sp | Assets

(Laser discs, game cartridges, video games, DVDs, title plants, billboards and poster)

Ok Agseis = Addis ey Assetsge™™

-

USERhENOP dOWRIMENU Lo
Selectian appropriate
GCatEdoR/ COUE:

O —— e

Add the acquisitionyearand
pUrchiase cost (excluding sales
tax) of the asset.

Select a reason from the
drop down menu.

After adding each new. asset
info, make sure to click on
Add New Owned Asset.

[f7yeu have rental discs, VIdeos or game cartridges, enter the quantity. in
addition torthe asset info above and then click Add New Owned Asset.

Once a new: asset has been added, it will appear below: as an existing

asset under Owned Business Assets.



s ) O e,
Sort assets by
clicking any
column heading.

Revised
Year 0] Driginal
Cateqom Acquired | Cc'

1:20:00

Command ! Modified

Cancel

Edit 12i28/2008 Point of Sale Computer

P g ne™

2009 2015

Cjick next to the asset you wish to edit.

Viake any needed changes.

Click to save changes or

Delete Selected Items
]

L

New ItemILeasehold

if'you wish to undo the action.

I you no'longer have the asset, check the delete box to the right of the

asset and click the Delete Selected [tems button.




——— >
“SelectiYes or No to show

WHEGHERYOU OWR the
realiproperty: Iifyeurdo
N IO CON U MUERVICHNGHE .
INSLRUCHIORNS BN thIS' Pade:
[Ryoul do, see the neExt
screeniin the elisting
Jutorial.

Add acquisition year, cost
(including sales tax) and
reason.

— CiiEk the Add New: Leasehold/Tenant Improvement button.

Edit/Delete existing L.easehold/Tenant Improvement assets the same
as Owned Assets by either clicking , updating the info and then
clicking OF Iff you no longer have the asset, check the delete box
to the right of the asset and the Delete Selected Items button.



Leasehold/Tenant Improvements

Leasehold/tenant improverents are improvements made to leased space for the purpose of conducting business
ne e of asset before,

se revise the list

cribes the change. Do

® ves

) No

& B foulselected Yes, indicating that you own the real property where

= thesmprovements are located, you will see this screen. Simply: enter
your 10 digit Real Property Parcel Number and click Save.

You may. clickion the Parcel Viewer link to go to a King County: website
te' search for your parcel number if: you need to.



0y = Adeling/Editinie) Lassor [rife

Leasing Company

Address

City

-"e aII fequested

-

‘:Lessor z
Information:

Click the Submit Add/Revise button.

Jeredit Information for an ex/sting LLessor, use the drop down menu
to select a llessor. Make necessary. changes and click the Submit
Add/Reyise button.

Jo delete an existing Lessor, select the L.essor and click the Delete
[leasing Company: button.




 Leased Property = Adding/Editng/Deleting Asssis

_,‘-‘L{JSJ | 22122l Property by Leased Property
Report a Iltmsl sed, td oan th . Do not list leased vehicles licensed for use on public streets or hi

E}:‘ﬂjeg:[:] . a Lessor from Selling Price is the tlp start o ea Id ngs I tax bt cluding tra prttionan installation cost

) - — - Leased property can be reported via eListing or by sending a spreadsheet to Personal.Prope
E .r ]d d .r O r c O } ’ ’.' e ’ \ 4 Fields with asterisk (*) are required.
) Add/Revi F

»

Fill out zllf reejuesielel
JnrJrrrur 0 1l

12128/200012:14:00 PM 876543  SoWing machine 2750 Ve've Gat It Al

- -

c”ur*" eAdd New
sed Property putten:

-Edit l'eased Property: by clicking , updating the asset info, then

clicking In the same manner as with Owned Property and
[’easenold Improvements.

Delete [ .eased Property by checking the Delete Box to the right of
the asset and then clicking the Delete Selected Items button.



fyirie

Please review your changes below. You can navigate 1o the sections that need change by using the
loft side bar. You may submit your listing to the Assessor’s office for processing by checking the Verify
checkbox and clicking en the finish button at the bottom of this page.

ACCOUNT INFORMATION

W

x| r ‘ SMALLTOWN CLEANERS
| SMALLTOWN CLEANERS.

|1000 157 57

lllllll

{Levy Code 0010

|uet number |

ENAI[S |912220: Drydleaning and Launcry Servies
[Number (oxcept Coln-Operated)

Business ‘sc-xs FROPRIETOR

[ Typn

| State o

—

Inc |

PP FTN ) | T b0l e T S0 T e TR TROUE Y

| Fax/Phona/Copine Linity)

LEASEHOLD [TENANT IMPROVEMENTS

Year | Original | Revised Origmal |
Acquired [ Cost [ Cost <

LEASED PROPERTY
Solling Price Company Name

2,750 ' We've Got [T AR

Lease Number Description
876543 sewng machine

BVuviN
MOTE: Fling is not complete umil this checkbox s checked and Fidsh button s olcked.

p—

Sunsrliggine Cusrrt (e Listine

w{’

Eareiulyagerthreughreach
VourFaccolntana

VEriy that the iInformationiis

complete and accurate.

When you're ready: torsubmit
the completed listing, check

the box and then...

Click the Einish button.

—



— Corifigenzition

R
Department of

Ass ents

3

Return to Profile Page Logout @

Thank you for using eListing. If you have questions, please contact us at personal property@kingcounty.gov or call 206-296-5126.

To make changes to the listing, return to the Profile Page, select the account and click the Activate for Resubmit button.

J here to print listing for your records |

S EOndratulations! TS page confirms that you've successfully.
S sUbmittediyour: Personal Property Listing.

AlWays remember to print a copy: of your listing for your records.
Clickshere to print.

[TFIC 1S necessary. to reactivate your account to make any: changes
after submittal, return to the Profile Page by clicking the
link.



Rezctivationof el Accguns Aftsr Uiz

eListing User Account Profile
You are logged into King County eListing as janesmith, Logout

Retumn to eListing Home Page ~
Personal Property Listing

Doy Cortat W) Ghange My s s hanlia et el —
Retum to elisting User Account Profils Page ! j
You bave access to the following persoaal property accounts. Click on the account vou wish to view. _D"p'”' St yacien

Y oupre filing for the 2010 assessment year. ™

=13
2956!7’ SMALLTOWN CLEANERS Jan 52010 11:43AM 2010
1957172 SMALLTOWN VIDEOS 2010

1axpoyes

“Thithe account itself, you'll notice that the information: is grayed out.
RIS Indicates that you have already submitteda current year listing
and the account Is “read only™ unless reactivated.

Jjo. make changes in the listing, click the Activate for Resubmit button.
ihe account information will'appear normal again and any. needed
changes may: be made prior to resubmitting.






